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UTSA Business Affairs

eForm Action Types
Contract Additions and Changes

* Use this form to add the 9/1 to 5/31 contract for new

Tenure Hires
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The University of Texas at San Antonio

UTSA Business Affairs m

Initiate New eForm Request %

Initiate New eForms Request

Actions T | Status Request ID

Processing Messages

Appointment On the Initiate NeW eFOI‘m Reqguest History
Contract Additions and Changes Request page’ CIiCk on
Entered By | Create Person of Interest Contract Additions and
Name End Appointment Ch angeS from the
Ph
En:3?|E|D Leave Of Absence dropdown bOX
Dept ID FRVICES

Mew Fosition Request

Secondary Co

Fetirement
Mame

Phone Return From Leave

Termination
=] Motity | | ! Sl
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The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Actions Contract Additions and Changes v Status
*Justification §|Add 91 to 5/21 Contract for new Tenure Prof In the J USt|f|Cat|0n bOX,
explain the purpose of the
request
Select Emplid and Position Below
Empl ID 6001283409 | Q Dracula,Count Show Current Additional Pay
Select Empl RCD Job Indicator Company HR Status  Payroll Status | Eff Date Action Reason Dept 1D
1 |+ 0| Primary SAN Active Active 081372018  Hire Hire AEMNOD4

Effective Date (09/01/2018 [

Empl Class | Regular Faculty r
Pay Group UTSA Faculty 9 Month T

Comp Frgncy | Contract .

*FTE 1.000000

*Proposed 9 Mo Academic Rate @ 100% 6000.000
Proposed 9 Mo Academic Rate @ FTE 6000.000

Proposed Monthly@FTE
Expected Job End Date Eﬂ End Job Automatically
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The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing

Actions Contract Additions and Changes ¥ | Status Regquest ID
*Justification |Add 9/1 to 531 Contract for new Tenure Prof Request Date
Processing Messages

Request History

S
Select Emplid and Position Below
Empl ID 6001283409 | Q Dracula,Count Type N the Empl ID for an rrent Additional Pay
existing employee
Select Empl RCD Job Indicator Company HR Status  Payroll Status § Eff D Dept 1D
1 |+ 0| Primary SAN Active Active 081372018  Hire Hire AEMNOD4

Effective Date (09/01/2018 [

Empl Class | Regular Faculty r
Pay Group UTSA Faculty 9 Month v

Comp Frgncy | Contract .

*FTE 1.000000

*Proposed 9 Mo Academic Rate @ 100% 6000.000
Proposed 9 Mo Academic Rate @ FTE 6000.000

Proposed Monthly@FTE
Expected Job End Date Eﬂ End Job Automatically
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The University of Texas at San Antonio

UTSA Business Affairs

Contracts: Add New or Change Existing
Actions Contract Additions and Changes v Status Request ID

*Justification [Add 91 to 5/31 Contract for new Tenure Prof Request Date
Processing Messages

Eequest History
Select Emplid and Position Below

Empl ID 6001283409 | Q Dracula,Count Show Current Additional Pay

Select Empl RCD Job Indicator Company HR Statug  Ps — Dept 1D

The Effective Date will
default to the current date,

change it to match the '
Effective Date [09/01/2018 |[5] contract Start Date.

1) |« 0| Primary Sl Active Al AENDD4

Empl Class | Regular Faculty r
Pay Group UTSA Faculty 9 Month T

Comp Frgncy  Contract v

*FTE 1.000000

*Proposed 9 Mo Academic Rate @ 100% 6000.000

Proposed 9 Mo Academic Rate @ FTE 6000.000

Proposed Monthly@FTE

Expected Job End Date E [ End Job Automatically
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The University of Texas at San Antonio

UTSA Business Affairs

Effective Date (09/01/2018  |[5)

Empl Class | Regular Faculty v

Pay Group UTSA Faculty 9 Month v

Comp Frgncy Confract v

ETE 000000 Enter the 9 Month Academic
*Proposed 9 Mo Academic Rate @ 100% 60000.000 Rate

Proposed 9 Mo Academic Rate @ FTE 60000.000

Proposed Monthly@FTE G666 .667

Expected Job End Date 1 [ End Job Automatically

Contract Action | Create New Contrac : Contract Choose the Pay Type:
*Pay Type Faculty 9/9 v Faculty 9/9 (Default)
Payment Term | Pay Over ‘X' Dates v Faculty 9/12 (salary spread)

*Contract Start Date (0%01/2018 [&]
*Contract End Date |05/31/2019 |[5]
Contract Worth Go000.000

¥| Renewal Indic Renewal Count | 99
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UTSA Business Affairs

Faculty Pay Types

« Faculty 9/12
« Salary paid in 12 equal monthly payments

 Faculty 9/9
« Salary is paid over a 9 month period
» Default pay type for new faculty hires
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The University of Texas at San Antonio

UTSA Business Affairs

Effective Date (09/01/2018  |[5)

Empl Class | Regular Faculty v

Pay Group UTSA Faculty 9 Month v

Comp Frgncy | Coniract v

*FTE 1.000000

*Proposed 9 Mo Academic Rate @ 100% 60000.000

Proposed 9 Mo Academic Rate @ FTE 60000.000

Proposed Monthly@FTE G666 .667

Expected Job End Date [ End Job Automatically

Fontract Action - TIeEE e FOTE : 1" Enter the Contract Start and End
*Pay Type Faculty 9/9 v Date
Payment Term Fay Over "X’ Dates v

*Contract Start Date (0%01/2018 [&]
*Contract End Date |05/31/2019 |[5]
Contract Worth Go000.000

¥| Renewal Indic Renewal Count | 99

Human Resources



The University of Texas at San Antonio

UTSA Business Affairs

Effective Date (09/01/2018  |[5)

Empl Class | Regular Facult r

Pay Group UTSA Faculty 9 Month v

Comp Frgncy | Coniract v

*FTE 1.000000

*Proposed 9 Mo Academic Rate @ 100% 60000.000

Proposed 9 Mo Academic Rate @ FTE 60000.000

Proposed Monthly@FTE G666 .667

Expected Job End Date 5 endse  Check the Renewal Indic box and
enter 99 in the Renewal Count.

Contract Action | Create New Contrac . ddnts - This will ensure your contract auto-

*Pay Type Faculty 9/9 v renew from year to year

Payment Term Pay Owver "X’ Dates v

*Contract Start Date (0%01/2018 [&]
*Contract End Date |05/31/2019 |[5]
Contract Worth Go000.000

¥| Renewal Indic Renewal Count | 99
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The University of Texas at San Antonio

UTSA Business Affairs

Start Date Update the Proposed
e Funding section, if necessary
EmCd CostCenter CostCenter Descr Project/iGrant Projct Descr T
*Start Date 09/01/2018 [3} [+][=]

Chartfields Project Info [F=7H

EmCd CostCenter Cost Center Descr Project/Gragl Project Descr Funding End Date |Distrb % Ei::;ens&
BUDGET PLAMNIMNG & -
EGX010 Q. DEVELOPMENT Q 2 100 ]| =]
[\.
[\.
[
Save Approve Den CaliBach Sendbaci Cance Copy Check Funds
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The University of Texas at San Antonio

UTSA Business Affairs

Start Date

Chartfields Project Info =2k

EmCd CostCenter CostCenter Descr Project/Grant

*Start Date [02/01/2018  [a

Chartfields Project Info =2k
EmCd CostCenter Cost Center Descr ProjedtiGra
EGX010 | Q DEVELOPUMENT
»
e
»
Save Approve Den CallBac

Funding End

) -
Date Distrb %

Project Descr Est. Expense

Click the Save button

. c b Est.
This has to be done priorto  “  wense
adding attachments or 100
comments
e = Copy Check Funds

(+][=]
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rsity of Texas at San Antonio

UTSA Busmess Affairs

click Add/Delete to
add Attachments

-
Type Note Attached File Attach Date/Time By
1
AddiDelete ) )
Click the Add/Edit button to add
form Comments.
-
All comments will be visibleto S AddEd
everyone in the approval chain
Comment By DateTime
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The University of Texas at San Antonio

UTSA Business Affairs

Start Date

Charffields Project Info [F==H

EmCd Cost Center Cost Center Descr

=Start Date 090122018 [=

Chartfields Project Info =2k
EmCd CostCenter Cost Center DeffCr
BUDGET BLANMING &
EELTL 2 DEVELOPMENT
Save Submit Approve Den

Funding End

Project/Grant Project Descr Date Distrb % Est. Expense
] [=]
Click the Submit form to forward | _ = &
e Expense
the request for approval '
100.000 = 60,000.00 [+] =]
CallBact Sendbaci Cancel Copy... Check Funds
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